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Receiving Materials
from Pearson




Receiving Shipment of Materials <=

Ariiony

o\
ASSESSMENT

AZELLA District Test Coordinator’s name
District name & Entity ID number
District shipping address

Test Materials Delivery Window

PEAREZON
05 W HOWARD LANE
AUETIN, TX 72762

DALE ROGERS
TUMBLEWEED SCHOOL DISTRICT

1535 W JEFFERSON STREET BIN 6
PHOENIX, AZ 85007

TUMBLEWEED SCHOOL DISTRICT

T I III|I|I Ill

123456 1234567001

1234 SAMPLE STREET

PRONE . 123-456-7000 1224567

999999

00000000001




Boxes of Materials

Tumbleweed  Prickly Pear Tumbleweed
Unified District Elementary Elementary

AZELLA

1of6 D 2

Hand-numbered
in the lower
left-corner  § . ..

U
0




Problems with Materials

Received boxes not meant for your district

Missing boxes

Contact Pearson

Phone: 1.888.705.9421, Option 2
Mon-Fri 7:00 am - 7:00 pm (CST)

Email: ArizonaTeam@support.pearson.com



mailto:ArizonaTeam@support.pearson.com

District Test Coordinator’s Kit

Materials in the District Test Coordinator’s Kit

A

4

Test Coordinator Manual ' |

Blank Header Sheets
[og 1 .

UPS shipping labels —

Color-coded Return Labels

AZELLA Speaking Demonstration Video DVD

Test Administration Directions

* %k %k ok kX




School Test Coordinator’s Kit

Materials in the School Test Coordinator’s Kit

Pre-ID Labels
Pre-ID Rosters
Preslugged Header Sheets
School Header Lists

Paper Bands

* % %k ok kX

Materials Inventory Sheet




Pre-ID Labels

Data Extract from state student data system
(SAIS/AZEDS)

*The following criteria determines which students will
get a Pre-ID Label:

Data Extract from state

student data system for * Students identified as having an ELL need
Pre-ID Labels

* Students withdrawn from ELL services by parent request

LASTNAME, FIRSTNAME M
SAIS #: 99999999 Grade: K

St “Not all students who need to be reassessed will receive
HAUIEERERIRN -l
Pre-ID Label “Unused Pre-ID Labels

* Do not use Pre-ID Labels for students who are no longer enrolled in
your schools.

* Unused labels must be returned to Pearson in the Nonscorable box
of materials.



Brown School Boxes

Materials in brown school boxes

Test Books
Answer Documents
Listening Audio CDs
Speaking Demonstration Video DVD
Speaking Test Books

Test Administration Directions

*®
*
*
*®
*
*




Inventorying
Materials




Inventorying - District Test
Coordinator Kit '

Tumbleweed P
Unified District '’ at's insidet

* Pallet Detail sheet
* District Packing List
AZELLA

— * School Packing Lists
*  These are duplicate -

10f6 I:I do NOT send these to

the schools




Inventorying - Pallet Detalil

Tumbleweed -
Unified District "'

AZELLA

Detail

1 off] LA Sheet

Do these match?
: Phone 1.888.705.9421 Option 2
If not, contact Pearson directly. Mon-Fri 7:00 am - 7:00 pm(CST)




ASSESSMENT

Inventorying - District

fUMéLéWEE
D UNIF
. PRICKLY pgap : IED DISTRICT

'GH SCHooL

District
y Packing
List

SPG 2016 AZELLA NONSCORABLES

958-131-

Do these match?
If not, note the discrepancies on the list.




Inventorying - School

s e
p=r=g

Spring 2016 Reassessment - TEST ADMINISTRATION DIRECTIONS

Do these match?

PEARSON AZELLA

STAGE WV
SPRING 2016 REASSESSMENT

Sonost Paininyg st

o
L
414

I

School
Packing
List

If not, note the discrepancies on the list.




Inventorying - Final Steps

Verify

Distribute

Maintain

Order
- if needed




Additional Orders
through PearsonAccess




Additional Materials Orders

* Pearson will send a 5% overage of materials
with the initial district shipment.

* An additional order may be placed starting January 29, 2016

* ADE must approve all materials orders

*  Send email with justification for additional order to AZELLA@azed.gov

Your Account | Administrative Management | Support | Logout
Student Data Test Setup Test Results

Current arganization: Pearson USD  (070449000000000000) change omganization

PearsonAccess
YWelcome to the state's gateway to services designed to help you register

- oy
i b
students for testing, arder testing materials, and analyze test results. Mu s 1 5
/e

M Test Setu IestResutts
Participation Counts ublis! S
+ Enter student counts . n

Student Data Information

Additional Orders Window for
Reassessment Materials



mailto:AZELLA@azed.gov

Returning
Reassessment
Materials to Pearson




Separate Test Books
from Answer Documents

Answer Documents

Test Books must NOT contain Answer Documents!




Inspect Student Test Materials

Pre-ID Label applied, if available OR

Spring 2016 Reassessment

STUDENT TEST BOOK

«ll STAGE Il

5
e fll Grades 1-2

I

4

-

-

Student Demographic Data Grid
completed, when no Pre-ID Label
is available

¥
(11177 11T S
o

e

Student Demographlc Data Gnd
completed by a Test Administrator

{6 c 8
2 B

0] 00
1 Eclosieicier st Varwe 0 or ote Pacife: sk
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Separating Test Materials

Scorable Nonscorable

* Used Student Test Books * Unused Student Test Books
- Stages | - Il - Stages | and |l
 Used Answer Documents * All Student Test Books
- Stages lll -V - Stages lll, IV, and V
 Teal Header Sheets * Unused Answer Documents
* School Header Lists - Stages lll, IV, and V

» All Listening Audio CDs

» All Speaking Test Books

» All Speaking Demonstration Video DVDs
» All Test Administration Directions

e Test Coordinator Manual

* Unused Pre-ID Labels

* Unused color-coded return labels

* Unused UPS shipping labels

* Unused Header Sheets




Teal Header Sheets ‘%

* One for each group’s documents Y
« Only one grade per group g
5 ]
* Preslugged and blank sheets provided
| e

PPRINNEIKITECMITPTE[A R
| L]

Pre-slugged
Header Sheet

* Review preslugged information

* Do not alter incorrect information -
complete a blank Header Sheet

instead
Photocopies are not acceptable

AZELLA




Teal Header Sheets, Side #1

b

TUMBLEWEED UNIFIED DISTRICT
PRICKLY PEAR HIGH SCHOOL
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Teal Header Sheets, Side #2

) &) D N O B D B n

........................
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Binding the Scorables

Top with teal header sheet rermer  TUMBLEVEED UNIFIED DNSTRICT
senocy  PRICKLY PEAR HKzH SCHOOL
TEET f - .?’f%
Face the tests the same wa owne & A 3/
y T T CE——31 i-ﬁ.l.l o LD e ao bR

Wrap once with paper band

*  Used Test Books - Stages | and Il - :
&/ = = - e e mia FET -:‘
* Used Answer Documents - Stages Il —N el B—
| ot A

Divide large groups into two or more stacks

All stacks must have header sheet




School Header List %

Spring 2016 AZELLA School Header List

Pre-printed

AZELLA District Test
Coordinator’s information

Match Header Sheet
exactly

Indicate if large group is
bundled as multiple stacks

Total Scorable docs
per teacher group




<«
Wndy &

K to use bubble packing
& crumpled paper

use

& packing peanuts




Labeling Boxes - Scorable
Materials

Must complete

Read the labels -
Scorable on both labels

PINK = Scorable

'SPRING 2016 AZELLA )
Twceﬁﬁmlbsmu w

380313  ANS

J

SPRING 2016 AZELLA SCORABLES

958-131-001 0

005,

SPRING 2016 AZELLA SCORABLES

958-131-001 0005380313 __ANS

E

AEICKING NUMBER1Z1Y305W9004601298

g
]
-
7
Q
©
<
y
w
o

Z
3
H
2%
35

For Scorable atenal pickup call UPS at 800-823-7458.

TRACKING 217 1V3 35\ 90 0463 1298
Scorables (Piiase use with Pink Label)

| uPs GRouND




Scorable Materials - To Do List

Separate Scorable/Nonscorable
Complete TEAL Header Sheet
Bind stack(s) of Scorables
Complete School Header Sheet
Box the Scorables

Seal and affix pink label to boxes

Number boxes of Scorable materials

LU O 0O 0 0 0 0 O

Affix Scorable UPS shipping label on top of each box next to
pink Scorable label

U

Keep boxes in secure storage until pick-up



Nonscorable Materials

Organize Nonscorable Materials by Type

_| G - 4'{;/{ ===l ) el I
== ; = % Unused Items # AII Speakmg
Unused Student Test Books
Test Books &
Answer

Documents

AAAAAAA




School Materials Return
Inventory Sheet

ARIZONA ENGLISH LANGUAGE LEARNER ASSESSMENT (AZELLA)
STAGES I-V
AZELLA ScHooL MATERIALS RETURN INVENTORY SHEET

No Spring 2016 AZELLA test materials are reusable. All Spring 2016 AZELLA test materials must be returned to Pearson.
The following materials are not secure. These materials do not have to be inventoried before being returned to Pearson in a nenscorable box:

*  Spring 2016 AZELLA Test Coordinator’s Manual
* Unused Pre-ID labels

* Unused Teal Header Sheets

* Unused Pink Scorable Return Labels

* Unused Green Nonscorable Return Labels

. #ininitial |# in additional order or | Total #returnedin | # retumedin Total Notify ADE (AZELLA@azed.gov) iftotal returned #
* AZELLA Speaking Demonstration VideoDVDs AZELLA Test Materials shipment | from another school | received scorable boxes | nonscorable boxes | returned total received. Indicate the date of the email below.
* Unused UPS Labels Student Test Books

The following materials are secure. These materials must be inventoried before being returned to Pearson. Speaking Test BOOks

Stage |

X Listening CDs
e Spring 2016 AZELLA Student Test Books

e Spring 2016 AZELLA Speak{ng Test Books Test Administration Directions

e Spring 2016 AZELLA Answer Documents

Student Test Books
s Spring 2016 AZELLA Listening Audio CDs =
o Spring 2016 AZELLA Test Administration Directions |3 Speaking Test Book
@ | Listening CDs
1 certify that all Spring 2016 AZELLA Student Test Books, Speaking Test Books, Answer Documents, Listening CDs, and Test Administration Test Administration Directions
Direetions that were provided to this school have been accounted forand included in a return shipment to Pearson. Student Test Books
= |Speaking Test Books
o
| Answer Documents
SCHOOL NAME SCHOOL ENTITY ID NUMBER @

Listening CDs

Test Administration Directions

AZELLA DISTRICT TEST COORDINATOR SIGNATURE DATE Student Test Books

The District AZELLA Test Coordinator is responsible for completing the inventory charton side 2 of this document foreach school within the Speaking Test Books

district/charter. Answer Documents

Stage IV

) Listening CDs
This form may be reproduced. AZ00002506

Test Administration Directions

Student Test Books

Speaking Test Books

Answer Documents

Stage V

Listening CDs

Test Administration Directions

PLACE THIS SHEET IN FIRST NONSCORABLE BOX FOR SCHOOL

This form may be reproduced. AZ000025




Boxing Nonscorable Materials

ASSESSMENT

AR

OK to use bubble packing
& crumpled paper

Do NOT use s
& packing peanuts




Labeling Boxes - Nonscorable
Materials

Must complete

Read the labels -
Nonscorable on both labels

0001 500000 )

TUMBLEWEED UNIFIED DISTRICT 9949900

1535 W JEFFERSON STREET

PHOENIX, AZ 85007 misT: Box_l _oF 3

Green = Nonscorable

SCHOOL: SCHE:

SPRING 2016 AZELLA m
PEARSON
7405 IRISH DRIVE SW-
\_ CEDAR RAPIDS. |A 52404-8864 m
5PG 2016 AZELLA NONSCORABLES
SPG 2016 AZELLA NONSCORABLES BUET A MANR I I
958-131-001 0 13 ANS

958-131-001 0005380313 J ANS

left

SEQ NODO0000
CAU 132 POF B8.5 DTE01S

I
TRACKING #: 1Z 3 623 90 1152 2841

BILLING: PP

DESC- DOCUMENTS.
RETURN SERVICE

REF1: TBB128

AZELLA SPRING 16
For Nonscorable [Rate
No

rial pickup call UPS at B00-B23-7450.
51

IA 524 0-10

TRACHING NUMBER1Z1Y36239011522841




Nonscorable Materials - To Do List<

Organize Nonscorables by document type

Complete School Materials Return Inventory Sheet

Box Nonscorables by school

Place inventory sheet on top of the 15t Nonscorable box
Seal and affix green Nonscorable label to boxes
Number boxes of Nonscorable materials

Affix Nonscorable UPS shipping label on top on each box
next to green
Nonscorable label

Dooo00D0DOo

! Keep boxes in secure storage until UPS pick up



Materials Retrieval

UPS Call Dates UPS Retrieval of Reassessment
1.800.823.7459 Testing Materials




Checklist Before UPS Pick-Up

A PINK return label for all
Scorables boxes

‘SPRING 2016 AZELLA SCORABLES
958-131-001 0005380313  ANS

A GREEN return label for all
Nonscorables boxes

|  ONLY to be used
for Nonscorables

for

labeled box of Scorables and GREEN e | R
labeled box of Nonscorables

Be sure to verify SCORABLE or NONSCORABLE on the
UPS label before affixing to box

ReTURN SeRVICE

FeFY. Ta8128 SEQ NO00000
6

TRACKING NUMBER1Z1Y35230011522841

For Nonscorabie material pickup call UPS at B00-823-7459.

Verify total number of boxes for S——
each label color

@ A UPS shipping label for each PINK ...




After Testing Checklist

The AZELLA District Test Coordinator will:

J
J
J
J
J
J
J

Report testing incidents to ADE

Collect materials from schools

Separate Scorable (pink) and Nonscorable (green)
Complete Header Sheets and School Header Lists
Complete Materials Inventory Sheets

Box materials for return shipping

Ensure test materials are picked up by April 1, 2016

Remove all downloaded audio and video files from devices.



UPS GROUND

Process of Scoring Your
District’s Materials

Nonscorable boxes are
not opened. Any
Scorable materials in
these boxes will NOT be

scored.

$50.131.001 0005380313 ANS
Ve A

ent location.
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: Session 3
Reviewea




